	[image: image1.jpg]Pacific
INVASIVES
INITIATIVE




	PII Resource Kit for Invasive Plant Management 



END-of-PROJECT (or END-of-FUNDING CYCLE) REPORT
Title: 
 
Author:

 
Reviewers:
 
Version History:

	VERSION
	DATE
	AUTHOR
	REASON FOR CHANGE

	
	
	
	

	
	
	
	

	
	
	
	


Citation:

This report should be cited as: 
<Authors, Year, Title, Publication>
Table of Contents

1EXECUTIVE SUMMARY


21.
INTRODUCTION


22.
THE SITE


23.
PROJECT OBJECTIVES


23.1.
Goal


23.2.
Objectives, Outcomes and Indicators


34.
METHOD


34.1.
Feasibility Study Stage


34.2.
Project Design Stage


34.3.
Operational Planning Stage


34.4.
Implementation Stage


34.5.
Sustaining the Project Stage


45.
PROJECT OUTCOMES


46.
CONCLUSION


47.
ACKNOWLEDGMENTS


58.
REFERENCES




EXECUTIVE SUMMARY

	Explanation: Previews the main points of the report and contains enough information for the reader to get an overview of what is discussed in the full report. 

Prompts

· Write the executive summary after you write the main report, and make sure it is no more than one page in length.

· List the main points the summary will cover in the same order they appear in the main report. 

Remove this Help Box when The Project Plan is complete.




Executive summary starts here…
1. INTRODUCTION

	Explanation: 

Explain the purpose of this document, and set the scene for the following sections.

Remove this Help Box when the Project Plan is complete.




Introduction starts here…
2. THE SITE
	Explanation: Describe the project site and the target species

Prompt:

· You are giving the reader only enough information to understand the context of the document – refer the reader to the Feasibility Study and the Operational Plan for the details.
Remove this Help Box when The Project Plan is complete.




The site starts here

3. PROJECT OBJECTIVES
	Explanation:  Define what the project hoped to achieve (objectives) and the changes that would result (outcomes) and why these changes are important (the goal).

Prompt:

· Copy and paste from the Project Plan.

Remove this Help Box when the Project Report is complete.




3.1. Goal
Goal starts here..

3.2. Objectives, Outcomes and Indicators
The objectives of project and the outcomes that were anticipated as a result of achieving these objectives were:
	Outcome
	Indicator

	Objective 1:  

	1.1  
	 

	1.2  
	 

	
	 

	
	 

	
	 

	1.3  
	 

	Objective 2:  

	2.1  
	

	2.2  
	

	
	

	
	

	
	

	2.3  
	 


Project Objectives start here..

4. METHOD
	Explanation: Describe how the project progressed through the project stages

Prompts:

· Tell the story of the project
· Include key events and decisions made in each stage
· Include reference to the project documents created in each stage
Remove this Help Box when The Project Report is complete.




Method starts here…

4.1. Feasibility Study Stage
4.2. Project Design Stage
4.3. Operational Planning Stage
4.4. Implementation Stage
4.5. Sustaining the Project Stage
BIOSECURITY
MONITORING
5. PROJECT OUTCOMES
	Explanation: Describe progress towards achieving the outcomes of the project.

Prompts:

· Describe the pre-operational and post-operational indicator results.
· Has the outcome been achieved?
· Include brief outcome of monitoring undertaken for each indicator
Remove this Help Box when The Project Report is complete.




Project Outcomes starts here..
6. CONCLUSION
	Explanation: Wrap up the Project Report

Prompts:

· Recap the project status

· Summarize how successful the project has been in achieving the goal, objectives and outcomes.

· Include any lessons learnt that you wish to share with stakeholders

· Describe what is left to complete on the project

Remove this Help Box when The Project Report is complete.




Progress towards achieving the goal
…
Lessons learnt
…

Where to from here?
…

7. ACKNOWLEDGMENTS

	Explanation: Use this section to record other documents that have been used and referred to in preparing the Final Project Report

Remove this Help Box when The Project Report is complete.




Acknowledgements start here…
8. REFERENCES

	Explanation: Use this section to record other documents that have been used and referred to in preparing the Final Project Report

Prompt:

· List the references alphabetically

Remove this Help Box when The Project Report is complete.




References start here…
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